Create and Manage Your State Job
Application

Learn how to:

e C(Create an ePass Account

e Create an application

e (Claim an Employment Preference

e Edit or Remove an application

o Create a new version of you application

To begin, click on State Government Jobs under Featured Links Working & Living located here: http://mt.gov/.
If you move your cursor over the Tourism or Services headings, the menu will change. Move your cursor back
over the Working & Living heading to find the State Government Jobs link.

The page looks like this:

" mthV Montana's Official State Website

State of Montana

.

Ack Your Government Touns ‘ Working & Living Online Services ' Business
' Featured Links

Working & Living Tourism Services
+ ACCEET Your Government

» Employment Opportunity Resources
+ State Newspapers

+ Montana Airlines

» Cities & Destinations » Driver Services

» State Income Tax Information » Election & Voter Information

NOTE: Montana's Official State Website is http://mt.gov/. Under Working & Living, you will find a variety
of information about working and living in Montana such as state newspapers, Montana cities and
destinations, and State Government Jobs.

When you click on State Government Jobs, it takes you to the State of Montana Employment Information page.

For additional instructions, please review the written and video instructions on How to Apply and Submit Your
State Job Application and How to Find Job Listing.

The page looks like this:


http://mt.gov/
http://mt.gov/
http://mt.gov/statejobs/default.mcpx
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State Govaenement Reoruismant Contacty
Employment Process Details

For mora information

Contace the State agency inthe job Nisting or your
jocal job Service Workforg

State Human Resources Jab Sacvise

To create an application, click on Create and manage your State Job Applications. This will take you to the ePass
login.

If you have already created an ePass account, you will click on Login to this service using ePass. It will take you to
the login page.

State of Montana
Employment Application

2asyt | 22 Home | Seotact Us

Welcome to the State Online Job Application Service

The State Online Job Application service allows you to create an
application and apply online.

b Create an eP3ass account

The Welcome to ePass Montana page looks like this:
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EPASS MONTANA

Welcome to ePass Montana Instructions How Do |

ePass Montana 15 a convemnent and secure way to use your state government
services. State agencies may request your usemame, but will never request your
password. Never share your password with anyone.

New Customer

Password:
Create an ePass Montana account by

selecting the button below:

228 S ] [ Create anAccount |

Login

Enter your Username and Password and click Login. To bring up any application(s) you have already created, you
must enter the same ePass Username and Password you created for the application.

This will take you to the to State of Montana Employment Application Service main menu.

The page looks like this:

Online .
e

INSTRUCTIONS | FEEDBACK |

State of Montana ¥ :
Employment Application :

Logout | ePass Home | Contact Us

Welcome
to the State of Montana Employment Application Service

Select an option from the list below:

[p] Apply for Job or Complete Un-submitted Application
[p] Add/Modify Employment Applicationis)

[p] Wiew Employment Application Submission History
[p] search for a Job

If you have forgotten you Password, click on the Forgot your Password link:



| <

MONTANA

Government Education Home

Instructions How Do I Feedback

ePass Montana is 3 convenient and secure way to use your state government
services. State agencies may request your username, but will never request your
password, Never share your password with anyone,

i Existing Customer New Customer

Username: Password: Create an ePass Montana account by

- [ selecting the button below:
Eorqot your password?
ok ana STRE Ernglo Create an Account

When you click on the Forgot your Password, you get the message below:
If you have forgotten your password, please enter your username below, and click on ‘Submit’. The
password hint you supplied when you created your ePass account will be sent to the email address or
addresses you provided. If you are still unable to remember your password after receiving your password
hint, you will need to create a new ePass account.

If you have forgotten your username, you will need to create a new ePass account.

Note: Your previously completed applications and other information cannot be retrieved without your
Username.

The page looks like this:

Access Your Government Tourism Working & Living Online Services Business Government Education

Forgot Password

If you have forgotten your password, please enter your username below, and select 'Submit'. The
password hint you supplied when you created your ePass account will be sent to the email address or
addresses you provided. If you are still unable to remember your password after receiving your
password hint you will need to create a new ePass account.

If you have forgotten your username you will need to create a new ePass account as this information
cannot be retrieved.

Enter your username: ||

Privacy & Security Accessibility Contact Us Search

You will receive an email with the password hint. See email example below:



----- Original Message-----

IFrom: epass@egovmt.com [mailto:epass@egovmt.com]
Sent: Tuesday, January 04, 2011 3:30 PM

To: Adamson, Denise

Subject: Hint for your password

Your password hint is:
XXX X XXX

If you are still unable to remember your password after receiving your password
hint please follow the link below and set up new password:

https://app.mt.gov/epass/epass/reset?ID=cMjChZkGFfS2cn3EENATgaK4ANdQONCHSC

The link is available for you until ©4:30 PM, ©1/04/11.

If you have forgotten your username you will need to create a new ePass account
as this information cannot be retrieved.

To update your email address, click on ePass Home and then Edit My Account. This is important because this
program sends password hints for forgotten passwords to the email address you provided in your account.

State of Montana ) ’
Employment Application

Welcome
to the State of Montana Employment Application Service

Select an option from the list below:

P_| View Employmant Application Submigsion Mistory

# Search for 2 Job

7~mt.gov. | i

EPASS MONTANA

Access Yo Are el N ITa ok Toarary Workang & Living £ ne Serv<es Business Ivernmant

Home | RO My Account | Lo
Tnstroctions v cedback

Welcome, Linda Davis

News and Information

Your ePass Services Services you may add to your ePass account
b Eile Transfec Service » Cectified Copies
b State Job apphcation b Yendor List

If this is the first time using the online employment system, you will click on Create an ePass account.
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INSTRUCTIONS | FEEOBACK |

Logout | aPazs Home | Contact Us

It will take you to Create an ePass Account.

The page looks like this:

Create an ePass Account Instroctions Mow Do 1 Feedack

Personal Information

* Required field

*First Name:
*Last Name:
Contact information

Dayume Phone: (555-555-5585)
Primary Email:

Alternate Email:

Login Information

. 4
Usernama: About your username and password

-
P word: haracters
s usemame must be at least & charac

leng
password mest be at least & characters
leng

password must use both letters and
numbers

password must ba diffacent than yoor
usernamae
PASSWOrd i3 Case sensitive

*Verify Password:

*Password Hing:

When creating an ePass account, it is very important to remember your Username and Password. Because this is
a secure site for State Government's online services, your Username cannot be re-set. The instructions are in the
lower right-hand corner.

When you first create an ePass account, the 6-page employment application appears automatically.

The page looks like this:



State of Montana

Employment Application

_nSTRUCTIONS | FEEOBACK |

Leaoyt | 8881 Morme | Sactact Us

I m Higher tducation Training Cowrses Professionsl Ucenses Special skalls Work Cxperiance

Personal Data

) Ersvies xour Apphcation

My First Apphcation (7/11/2012 8:24 AM)

Complete the formalion below % you wish i1 1o appear on your ergioyment appicadion

Name and Address:

BCAen Name : F;n;{ Agphcation
*Furst Ny ey Middle Namne: Paaan *Last Narne i‘m

*Address 31 PT7S Sommwture

Addrass 20 PO Box Somewtenn
W—- * State (Province) m * 2 Code!
 —

*tmal Address:  omecrauomewrece et

e

High School Hame [pomewnere
sigh School Address Prssonts, Mortarn
* Received Diploma @ o5
o
€ e
* Regured fields

Flesse Hill out the Survey belfow. It wil be separated from your apphe
reports and other lamful purposes

on and used onky for statistical

Tede VI of the U.S. Cind Rights Act requires the State of Montana to "make and keep records televant to
the datermenstions of whather unlandul employment practicas have Beea or are being commtted.” This »
3is0 a requirement of the Montana Murmen Rights Act and state and federal laws providing employment
o3 for weterans and persons with disabdities. The fallowng survey helps to fulhill these

R

This nformation will be separated from yowr applicatbion, The survey sformation wil
reports and other lawful uses. Analysis of th
Of recrutment and selection practices in state @

v kept confidectial,
ormation you and
overnment

Notice the progress bar at the top progress bar as you move through the application pages. Once you have
completed your first application, you may click on the progress bar to quickly go to any of the pages you want to
review or edit.

The Application Name field will automatically display My First Application. You may change the title to whatever
you want.

Higher Edwcation Tr g Courses Professienal Licenses Special Shills Work Experience

B Preview vgur Apphcatian

7 11 T:42 AM)

My First Application

Complets he inommation Delow 33 you wish it 1o appear on poul employment application

Hame and A oan:

*Agplication Mame: |y First &pplcation



On the Personal Data page, the first section is Name and Address. The second section is Education for High
School information.

The sections look like this:

Complete the information below as you wish it to appear on your employment application.

*ppplication Name: |r.|y first application |
*First Name: Middle Name: *Last Name:
*Address 1: |123 Garden Road |
Address 2: | |
*City: *State (Province): *Zip Code:
*Country: | United States v|

Home Phone:  |406-444-7777
Work Phone:  |406-444-7777
Cell Phone: l:l

*Email Addrezs: |Idavis@mt.guv |

High School Name: |Hart|in High School |
High School Address: |Hardin, MT |
* Received Diploma: ® ves

O No

C cep

A red asterisk indicates a required field.

If you have this information in a Word document, such as in your resume or other application materials, you can
copy and paste from the Word document into this application.

The next section is the Applicant Survey.

The section looks like this:



Please fill out the Survey below. It will be separated from your applicaticn and used only for stat:stcat
reports and other lawful purposes.

Title VII of the U.S. Civil Rights Act requires the State of Montana 10 “make and keep records relevant to
the determinations of whether unlawful employment practices have been or are being committed.” This is
also a requirement of the Montana Muman Rights Act and state and federal laws providing employment
opportunities for veterans and persons with disabdtes. The following survey helps to fulfill these
reguirements.

This information will be separated from your applicaton. The survey information will be kept confidental,

used only for computerized statistical reports and other lawful uses. Analysis of the information you and
others provide will be used to monitor recruitment and selection practices in state government.

Have you applied for a State government job before? ® ves O Na

Are you a current or past State government employee? @ ves O No
@© Female O mMale

RACE/ETHNIC IDENTIFICATION - PLEASE CHECK ALL THAT APPLY

Are you of Hispanic or Latino origin? @] Yes ® No (A person of Cuban, Mexican, Puerto Rican,
South or Central Amenican, or other Spanish culture or ongin, regardless of race.)

SELECT ONE OR MORE OF THE FOLLOWING RACIAL CATEGORIES:

[J American Indian or Alaska Native (A person having ongins in any of the onginal peoples of North
or South Amenca, incduding Central America, and who maintains tribal affiliations or community
attachment.)

D Asian (A person having ongin in any of the onginal peoples of the Far East, Southeast Asia, or the
Indsan subcontinent includng, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the
Philippine Islands, Thailand, and Vietnam,)

[] Black or African American (A person having ongins i any of the black racal groups of Afnca.)

[ Native Hawaiian or other Pacific Islander (A perzson having ongins in the onginal peoples of
Hawai, Guam, Samoa, or cther Pacfic islands.)

& white (A person having onigins in any of the original pecples of Europe, the Middle East, or North
Afnca.)

DISABILITY STATUS

D Person with a disabdity (non-veteran) D Veteran with a disabiity

MILITARY STATUS - Please check the one box that best descnbes your military status.

2 no Miltary [ Active Duty [ National Guard [ Reserve [ Retired miltary
D Former Service {(separated, not retired)

Vietnam Era Veteran? O Yes ® no

We use the information you and others provide for statistical reports to monitor recruitment and selection
practices in state government. We appreciate you providing this important information.

The next section is Employment Preference. If you want to claim either the Veterans' Public Employment
Preference or the Persons with Disabilities Public Employment Preference, you will click yes. The preference
information will open.

The Employment Preference section looks like this:



Employment Preference:

*Do you claim the Ve Qpicyment Preference or the Persons with Disabiiities Public

Employment Prefer

ca? © ves O

Employment Preference al Frplicants to claim a preference under the Veterans' Public Employment
Preference Act or the Persons with Disabiities Public Employment Preference Act. Applying for a preference
1= voluntary. All information related to a preference will be kept confidential and used only dunng the hinng
'g«xcss. Apphcants hired by the state will have this information placed in a separate confidential selection
ife.

Contact your local Job Service Workforce Center foe details on veterans' preferance. Contact your local
Montana Vocational Rehabilitaton Services Office, Department of Public Health and Human Services
(OPHHS) for details on obtaining persons with disabilities preference certification,

® Aveteran,

pLeparated under honorable conditions, AND have served more than 120 consecutive days of
8l miltary duty other than for trammng o the Army, Air Force, Navy, Manines, or Coast Guard o
were a membef of the reserves who served on federal military duty dunng a penod of war orin a
campaign or expediion for which a campaign badge s authonzed.

You are or have been a membear of the Mantana Army or Air National Guard who has satisfactonly
complsted a miremum of 6 years service in armed forces, the last 3 of which have been served in the
Montana Army or Air National Guard,

O A pisabled Veteran, if
You have been separated under honcrable conditons from military duty, AND

You have an established Armed Forces service-connacted disabilty OR are recerving compensation,
disability retirement benefits, or pension from the U.S. Department of Veterans Affasrs or military
department, CR you have received a Purple Meart.

O The spouse of a disabled veteran if the veteran's disability prevents him/her from
working.

© The unremarried surviving spouse of a veteran or disabled veteran.

O The mother of a veteran, ¢
THE VETERAN died under honorable condtions while serving in the Armed Forces, OR THE VETERAN has a
service-connected, permanent, and total disabdity, AND

YOUR SPOUSE 5 totally and permanentiy disabled, OR YOU are the unremarried widow of the father of the
veteran,

To claim Montana Persons with Disabilities Employment Preference you must be (select cne of the tems
below):

© A person with a disability certified by DPHHS, OR

C The spouse of a totally (1009%) disabled person certified by DPHHS AND have resided
continuously in Montana for at least 1 year immediately before applying for employment,

Below, select the document which validates vour eligibility for employment preference. Applicants
claiming a preference must mail, fax, email or upload the selected document to the hiring agency no later
than the closing date. The agency contact inforrnation is located in the job listing.

DD-214 showing the character of discha
C Mail-in - ® Upload |
3:46:25 PM

DPHHS Disability Certification
C mailin Upload

Service-connected disability letter
C Mail-in © Upload

A document issued by the Office of the Adjutant General of the Montana National Guard

certifying service.

C Mail-in - C Upload

uploaded: Linda_Davis.doc, 4/2/2012

LHMFIB'

Blul:l Mmul Save and l:oﬂirn.nl

After you click on the preference you want to claim, click on the document that validates your eligibility. You may
select Mail-in or Upload.

If you have the document electronically, you may upload the file. Click Browse to locate the file then click on
Upload File at the bottom of the page.

10



When the document is loaded, the File Uploaded message and the file name will appear beside the Browse
button.

It will look like this:

Below, select the document which validates your eligibility for employment preference. Applicants
claiming a preference must mail, fax, email or upload the selected docurnent to the hiring agency no later
than the closing date. The agency contact information is located in the job listing.

DD-214 showing the character of discharge
el [File uploaded: Linda_Davis.doc, 4/2/2012

C Mail-in & Upload |
3:46:25 PM
DPHHS Disability Certification
C mail-in - T upload
Service-connected disability letter
" Mail-in rUplElad

A document issued by the Office of the Adjutant General of the Montana Mational Guard
certifying service.

" Mail-in  © Upload

LWdFIQI

Bicl:l Mernuy] Sawve and Continue

When you have completed the Personal Data page, click Save and Continue at the bottom of the page.
If you forget to complete a required field the page will not save and the cursor will appear in the field you forgot

to enter. If you don't complete the field and click on Save and Continue again, you will get a message in red
indicating the field (s) not completed. The message looks like this:

Complete the information below as vou wish it to appear on your employment application.

Flaase complate all requirad fialds.

Address 1

imame and Address:

*Application Name: | My first apphication

:Lunda Middle Name: :5- *Last Name: :Dam

*City: |Helena J *State (Province): | Montana ¥ | *Zip Code: [59601

1l

*Country: United States W

Once you have completed the fields, click Save and Continue to go to the next page - Higher Education.

11



The page looks like this:

State of Montana

Employment Application

INBTRUCTICHE | FEEDEACK |

ook | sPagg Home | Comeece 1l

I Persanal Data wﬂalnlng Courses Profeschinal Lioenses Specka|Skils Wark Experienoe

Higher Education

_'l} Pimv ey yau Spplcalan
My Fusl Applcatan (71102012 B: 24 &H)

Your entries so far include:

Eastern Montana State Collage Edit| Remowe
Matianal College of Business Edit| Remove
University of Montana Edit| Remowe

Corl g, Iniveeraities amel Dy rees;

* Requived flekds | Wooe: Leswe olans Fonk pege doss noc aooky. |

* Bongal ar Pragram Hame: |

iy

* Clals: |_9e|e.31_ j

*Caunly: |UII‘EI:ISE‘E$ j
* Dagueeylavel Allained: |—9e|en::t— j
*Campl=lan Cale: |—N.l;°.— jl—um— j

Majai[=]: |

Minai[=]: |

Talal Credils Eainea:

Syzlam [ar feandad Cadis: I Camester Hawrs

rQudlL\!l Hauis

i~ lLhes

+ ogdidonal Edunaion
Eaoh | Menu | Condnue o Training l:h:urun:l

If you want to enter information for higher education, enter information for all required fields marked with a red
asterisk. You may leave this page blank if you do not want to enter higher education information.

You have several different options in the Degree/Level Attained field such as BA, Master, and Some College etc.
Begin with the highest degree or level attained.

12



Colleges, Universities and Degrees:

*Required fields [Note: Leave blank if this page does not apply.]

#*School or Program Mame:
*City:
*State:

* e

*DeareefLevel Attained:
* Completian Diate:
Major(sh:
Minor(s):
Total Credits Earned:
Systemn for Awarded Credits:

Eackl Meru | Continue to Training Courses

Fas‘tarn Montsna State College
[Urit=d States B3|

lSpeciaI Education

FD

" Semester Hours
@ Quarter Haours
 ther

Save Higher Education

When you have completed the information, click Save Higher Education.

It saves under Your entries so far include.

The page looks like this:

l sincore ”‘m-“

Higher Education

Your entries so far inciude:
Eastern Montana State College

Seiect v
Undec States v
- Select - v
A M NA-

You may enter additional college information if applicable. Save and it will appear at the top. You may edit any of

the information. When you preview your application, the most recent entry appears at the bottom.

When you have completed entering your education, click on the Continue to Training Courses.

The page looks like this:

13



Training Courses

Your entries so far include:
Computers 101

Project

Management

Dates Afterded W ' _..': W 1o \"'E' L' _23‘2 W

| -.'.::\qlrlr: Course

Continpe S0 “r:’e!lblry

Enter any training courses. You can put in a brief description of the course or you may copy and paste this from
other Word documents.

It saves this information under Your entries so far include: just like the higher education page. These will appear
in the order you entered them with the most recent entry at the bottom.

When you have completed the page, click on Continue to Professional Licenses.

The page looks like this:

14



I Personal Data Higher Education Training Courses [uii-s=- 0 R B--2 0 Spacial Skills Work Experience

Professional Licenses

8 Previ=w your Spplication
My first application (&/15/2012 7:14 AM)

List Cuwrrent Professional Licenses, registration, or certifications (enginesring, medical, CPA, stc)

Your entries so far include:
Mone Added

Professional Licenses, Registration, or Certifications:

¥ Aaguirsd maids [T LeNve DIENE I TNIE DSgE O0E5 MOT S0y, )

* Lio=nsing Ag=ncy Name: | |

jo=n=ing Agency Location: | | CiftySha e, Conarir
*Type of Lioznse/Cerdification: I:l

Endorsement) Restriction: I:l famsliazils

Date Lio=nmed: I:l =y i

Licens= Ecpiration: I:l =y i

If you have any professional licenses, enter them on this page.
If you do not have any professional licenses, it will state: Your entries so far include: None Added.

You may continue to the next page. Click on Continue to Special Skills.

The page looks like this:

Logout | ePass Home | Sontact

| Fersonal Oata Migher Education Trakning Courses ho'cx‘.&an)lmcnuimwo!i Expenence

Special Skills
) Prevew your Apobeal

My first appiication (6/19/2012 7:14 A
List Special Skills such as word processing, operating a forkift, heavy equipment of computer programming. Include a kst of
equipment that you know how 1o use, May kst skiis from volunteer work like Habitat for Humanity or from peofessional
organzatons like Toastmasters. Leave blank if page does not apply

N PERSONNEL MANAGEMENT ~

COOITIaNEd The CRBDEMET OF T $12%8 OF MO S O SMDIOPTINT J0DICITNN Srtem THeR 15 Ot
| 39007 WED DrOJCE It ST QOVEMNMEN: T MBS CRVEIDEC M-N0uEe WNICH MRS TN S00DE 310 COMpR)
| of s senvice. Mantaned 022l respons DRy or the Swte Equal Empioyment Opporunitiss (EEC

152 charactler keft

@ [menl ] | 1ave 302 Cootines © Work Experiense |

Enter special skills such as word processing, operating forklifts, heavy equipment, or computer programming.

Click on Save and Continue to Work Experience.

The page looks like this:



State ot Fantana

Employment Application

(= P LT SR E=E = = At

l P D Y DAY L OO S P G 31 ....-...m

Wark Experience

B Pesmm vy fgpiatipe
My Fmi dppleaian [J1%'2002 11: 54 &)
LSt o . asdior WOl nbad etk EMERaEE Thel dapeirhered yoi Baivik DR oF ekt w ik D0 thit wasant P s (rafer
16 WESBGEY BN emant]. Bagn with youf prenent of Marl retent aparends. Inchads mlltary Tefvics e exedd balp you
apualidty . Lk aach prometion a5 3 reparaie position. This informalion masd be compleed sven if you submidt 3 repura

MOTE: Your natwork prowides may tims oo ot if wou take Do kng antering your sapanance, Tou may want to Type your
ST i B PIOCR S NG, Then Cul and pasie nto the erpenencs page. T oy Tormanting Peiained by this program i
parmgraghal, bullets, e sarmberieg. Al othe DO i femvd

Your entries s Far include:
Capammant of Adminiftratics
c Administratien

B el i [HORn unves mee Fosk e d e asER

* Enplryas Mama

* Emplrya= €y e

Mcwtng :]
" B plyyes Sl oaming -
(L SR i -}
*¥aus Jab Tik |
* Fari Cale —_— '-| -_— - |
" End Dl LT -| - -l
* rvusagm Hoeem pas weas [
= Tmmw B phirpad | Taam Hgaiug
# Ty ot ] B plny v sl [P— '.-l

® Papiw N AN
Fuparsmar'y plyeg = mba

B Cmirde yliss el @E = J45a 0

* Beamis R Ladving

g | s | s sppmaniaa |

On the Work Experience page, please read the instructions and the NOTE.

List your work and/or volunteer experience. Emphasize the experience you have that is relevant to the
vacant position (refer to vacancy announcement). Begin with your present or most recent experience.
Include military service that would help you qualify. List each promotion as a separate position. This
information must be completed even if you submit a resume.

NOTE: Your network provider may time you out if you take too long entering your experience. You may
want to type your experience in word-processing, then cut and paste into the experience page. The only
formatting retained by this program is paragraphs, bullets, and numbering. All other formatting is
removed.

You have up to 6,000 characters in the Describe your duties in detail section. If you paste in more than 6,000, it
will cut off part of the information, you will get a message that you have typed too many characters, and the text
box turns red. Edit your description to no more than 6,000 characters.
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[¥End Date: Fresemt V| |- W 1

*Average Hours per week: 40
oo = Yoars 2 | Mosha Message from webpage
*Type of Employment: FulTme W
*Supervisor's name: Peggy Davs
Supervisor's phone number: 406-444.3871

*Describe your dubes in detail:
Linda was the State EEO Program Coordnator for 20 yeors Lnda has workes in Human \—"/
Rescarces Management for X2 years This ncludes extensive work it prevontion of dacrimination

and harassment and in recrudment and selection. For the past 10 years Linda has worked wih the
HR modules (Manage Postion, Manage E v

2R chacactar lafs

It saves under Your entries so far include: It will put the entries in date order, starting with the most recent
job.

After you an entered your work experience, you may want to preview your application. Click on Preview
your Application.

This link is on each page of your application. It will open in a different window. If your application does not
open, make sure your pop-up blocker is turned off.

| Parsonal Data Migher [ducstion Traiming Cowrnves Professional Licemsas Special Shills LU0 N ST

Work Experience

) Ersv)

My Applicaben (4/8/
the vacant
vacancy announcement) Begin with your present of most recent expenence. Incluce miitary sanice Thatwreoid

List each promotion as a separate posmon. This information must be completed even If you submit 3 resume,

List your work and'or volunteer experience Emphasioe the experience you have hat is red

NOTE: Your network provider may Bime you out if you take to0 [ong entering your expenence. You may want 10 hpe your
SIDENENCE N WONS-DIOCESSING. Then CUt 3Nd DABIE IV Bhe OXDENence PIDE. The Only formatting retained Dy this program s
paragraphs. bullets, and numbenng Alf othver formatting 1S removed

Your entries so far include:
Department of Administration
Department of Adorsstration
Central Feeds Company

>
g
e
:

im m
R IR

&

Your application looks like this:
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STATE OF MONTANA EMPLOYMENT APPLICATION

AN EQUAL OPPORTUNITY EMPLOYER

1. Name: Davis, Linda Susan

MailingAddress: 777 5 Somewhere PO Box Somewhere
Helena , Montana 29601

Work Phone: 406 0ime : I Cell Phone:
Emai ress: someone@somewhere net

-
2. What position are you applying for?

Department:
Division: Location:
Position Title: Listing Number:

employer? [ ves [T Mo

osition Numbers:
Do you he informed before we contact your

3. Education - High School Somewhere
Missoula, Mantana

Received Diploma of Equivalency Cedificate? ™ ves I Mo [T GED

8. The information you provide on this application is subject to verification. Falsifications or misrepresentations may
disgualify vou from consideration for emplovment with the State of Montana or, it hired, may be grounds for
termination at a later date.

With my signature helow, | cedify that all infarmmation an this and all attac oes is true, carrec miplete to
the hest of my knowledge and contains no willful falsifications aor misgghresentations. | authorize all farme
employvers to release job-related information they may have about pie to the State of Mantana or its agents an
emplovees. | release all persons ar companies fram any liability odresponsibility for providing such informatioh.

SIGHNATURE: Linda Davis DATE SIGNED:

U

Section 2 is blank until you apply for a job listing. The section will automatically populate the position information
when you apply. The Date Signed in section 8 will automatically display when you submit your application.

If there is any information you need to add or edit, save the application first. See the instructions below to edit
your application.

When you have finished previewing your application, close the window. You will be at the Work Experience page.

Click Save Application at the bottom of the page.
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*Start Date: — L - S
“End Date: Prasant W
“dvarage Hours par weak:

*Time Employed: Yaars Manthe
*Type of Employment: —Select— W

" Supervisors name:

Supervisor's phane number:

"Describe wour dubies in detail:

*Reason for Leaving:

Add Vork Experience I

Congratulations, you have completed your application!

When you click Save Application, it will take you to page where you may apply for a job, add/modify your
application or search for a job.

The page looks like the:

State of Montana

Employment Application

To continue choose from the options below.

Apply for Job or Complete Lin-sybmitted Application

Add/Modify Employment Applications

Search for 3 Job

=

For instructions on applying for a job listing, see How to Apply and Submit Your Applications at State of Montana
Employment Information website.

If you click on Add/Modify Employment Applications, it will take you to the Employment Application(s) page.
You may create, edit, or remove employment applications.

The page looks like this:
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State of Montana il
Employment Application ; >

INSTRUCTIONS | FEEDBACK |

Legout | ePasgs Home | Contact Us
Employment Application(s)
Employment Process Details
R n. Accom: 10N an:

You may have up to three versions of your employment application in order to emphasize different aspects of your experience
Date/Time Created: Last Modified:
My Application 3/30/2010 11:41:48 AM 7/2/2012 1:06:17 PM
Another Application 11/3/2010 1:38:47 PM 4/2/2012 3:46:39 PM

[ + Create Hews Version J

To edit an application, click on the Edit link.

You may use the progress bar at the top to go the page(s) you want to edit.

State of Montana

Employment Application

INSTRUCTIONS | FEEDBACK |

Logout | 2Pass Home | Contact Us

@nw Education Training Courses Professional Licenses Special Skifls Work FD

Personal Data

(43 Preview vour Application
My Application (7/2/2012 1:06 PM)

Complete the information below as you wish it to appear on your employment application

To create another application, click on the Create New Version. NOTE: You may have up to three versions of
your employment applications.

State of Montana

Employment Application

INSTRUCTIONS | FEEOBACK |

Logout | @Pass Homa | Contact Us
Employment Application(s)

Employment Process Details
R nable Accomm 10N an 0

You may have up to three versions of your employment application in order to emphasize different aspects of your experience,

Date/Time Created: Last Modified:

My First Application 3/30/2010 11:41:48 AM 7/19/2012 11:54:54 AM Edtt | Remove
Another Application 11/3/2010 1:38:47 PM 4/2/2012 3:46:39 PM oV

+ Create New Yersion

Jari|

Choose a name for the new version and click Save.
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Maodify:
Edit | Eemove

Edit | Remove | Create New Yersion ¥

+ Create N R i . .
[eate ey versg —hoose a Mame For this New Version:

IThird application B

Save Close

The name you enter appears in the Application Name field.

State of Montana

Employment Application

INSTRUCTIONS | FEEDBACK |

€Pazs Home | Contact Us

() Preview yoyr Application
Third application (7/19/2012 12:57 PM)

Complete the information below as you wish it to appear on your employment application

Name and Address:

*Application Name:

usan *Last Name: Ea.ms

*Address 1: 77 S Somewhere

Address 2: PO Box Somewhere

*City: Elena *State (Province): IMomam 'I *2ip Code: 59601
*Country: |Unted States |

Home Phone: FC6-444-7777
Work Phone: F%-444-7789
Cell Phone: I

*Email Address: [someone@somewhevend

The Personal Data and Higher Education pages will carry forward. For all other pages you will need to add new
information and create a separate application. Follow the same steps used to create your first application. You
may use the progress bar to move through the process.

Thank you for considering employment with the State of Montana.
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Contact Information

The State of Montana has a decentralized human resources system and each agency is responsible for its own
recruitment and selection processes.

Therefore, to get help with the online employment application or for information concerning a specific job listing,
contact the state agency human resources staff identified on the job listing.

The State Government Recruitment Contacts list also contains agency specific contact information.
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